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G/TT-401                                                                                                                 SEMESTER- IV
  COMPUTER  APPLICATION

PRACTICAL
TOTAL MARKS: 50






PRACTICAL  - 25

TOTAL CONTACT HOURS: 45




            SESSIONAL   - 25

(Including 3 hours of class test)


     








     

	UNIT/SUBUNIT
	TOPIC/SUBTOPIC
	HOURS
	TOTAL HOURS



1.0
WINDOWS 98:



12



- GUI/WINDOWS-Mouse operation



- Inbuilt facilities

· Note Pad

· Word Pad

· Paint

· Calculator

· Clip Board

· Cut

· Copy 

· Paste

· Control Panel

· Explorer

· Task bar

· Dialog Box


2.0
MS-Office- Introduction



15

Ms –word:

· Creating Documents

· Features

· Using Toolsbar

· Mailing Labels and Mail Merge

· Page set up

MS-Excel:

· Introduction to spread sheets

· Auto Fill

· Auto Sum

· Search and Replace

· Formating The table

· Entering and copy the formulae to other rows/columns

· Built in functions

· Charts



      MS_power Point

· Introduction to Presentataion

· Creating slides

· Editing and arranging the slides

· Running the slides continuously

· Built in effect

· Transition effect


3.0
Introduction to Database Management



15

· Simple programming with FoxPro

· Flowcharts

· Creating Data base

· Listing and queries to Data base
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